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Express and Advanced Checkout and Completing a WISBuy Order

1. (Express Checkout) When shopping in WISBuy is finished and all of the desired items have
been added to the cart, click on the cart icon area in the top right-hand corner of the screen.

— (-‘ TR MAME X | %  ActionItems  MNotmcatons ®m 177.32UsD | Q
\ -i.‘-}WIs BUY PCARD MARKETPLACE ?

A B = ochop  Shopping | Deshboard | Shoppirg lleme

Shop | Evervthing |z||)ens m ’

Go to: advanced search |favorites | quice crdzr  Browse: suppliers | categeries | contracts

Results for: Everything : Ball point pens + pens
Showing 1 - 20 of 1934 results
2. The active shopping cart window opens. If no other items will be added to the cart, click the

Checkout button.

NAMEX ™ % | Action llems | Molifiwtions [3] ™ 177.32 uso | @

w [ WISCONSIN'S
o WisBUY izt
! - Shop Shopping Caskboard Shopping Heme Product 5earch - Al Cart _ -

'I DivEBBgniana Pen, Barrel Col.. Vs My Cark
Shop |Everything E| pens !

Gotor advanced sesrch | faverites | quick crder  Browse: s P Zebra Pen - F-301 Retractable B...

Results far: Fverything - Rall point ff n, Price: 16620 USC o

, Zebra Pen - Z-Grip Retractable...
Aded Keyworeds ?  Resuts perpzge |20 7| Sort by: B EE it

[ o | Zehra Pen - Z-Grip Retractable Ballpaint Pef
,E:? Medium, Quantity/Unit 7/Pack from Office
== Part Numoer N122271TAX

3. Review the order one more time in the Final Review screen and then continue through the
checkout process.

177.32 USD

4. Confirm your shipping information on the WISBuy shipping information screen by clicking
on Select An Address if needed. After you select the desired address or edit it, click on the Next
Button.

Wait!
Some items sl need your attention before you move to the next step.

Shipping Address
Shipping atldress

Billy Boy

566 Main Bt

Madison, BVI 55662
United Stgtes

Edit Addrzss

@ Address is incomplete

Select An Address...

Go To Advanced Checkout
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5. Confirm your Credit Card on the WISBuy shipping information screen by clicking on “Select
A Credit Card” or “Add a Credit Card to This Order.” After you select the desired Credit Card or
add it, click on the Next Button.

Credit Card ?

Please provide your credit card information by clicking thegadit button.
@ Required field

Add A Credit Card To This Order
Select & Credit Card...

Go To Advanced Checkout

6. Add an Internal Note if desired by clicking on the Edit Button. This note would be only those
who are able to see this WISBuy order-not the vendor. Click the Next Button when completed.

Internal Information
Internal Mote

Edit

Go Te Advanced Checkout

7. The “Looks Good!” screen indicates that the order is being processed and displays order
numbers for the items that were purchased. Click on the Place order button to place your order.

MAMEX ¥ | ¥ | Action Items | Notifications [3] W 12.44 USD

' ( . WISBUY :cao Markereiace

= View My Cart Shipping Billing Notes € Order Review
N

Looks good!
You can review your order details below and, when you are ready, use the Assign Cart or Place Order button to
complete your purchase.

Order'Summary

Subtotal 1244

Order Review
Ia44 USD

i Shipping

Assign Cart
- © siling L

+ @ Notes
- Lines

Office Max

Zebra Pen - Z-Grip Retractable Ballpoint Pens, Ink Color Black, Point Size... 4.13 USD

-E?E Unit Price
=—-5% | Quantity

g Zebra Pen - F-301 Retractable Ballpoint Pen, Ink Color Assorted, Point Size... 8.31UsD
L | unitprice
m Quantity
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8. You will receive an order confirmation.

Order Confirmation ?

Congratulations! You have successfully submitted your order. To view or print a copy, click Quick
View "\ or view its status on the Approvals Tab.

Here is a summary of your order. You can also find this order at any time via the order history link in the main
navigation bar at the top of the page.

Shopping Cart name 2014-01-10 Billy B 01
Order date 1/10/2014

Order total 177.32 UsD

Number of line items 3

What would you like to do next? Here are links to some common actions.

« Search for another item
+ Return to your home page
« Create new draft cart

1. (Advanced Checkout) When shopping in WISBuy is finished and all of the desired items have
been added to the cart, click on the cart icon area in the top right-hand corner of the screen.

NAMEX ¥ | % | Actionltems | Nothcaton g ™ 177.32USD | G

‘ (\_i‘_; WIS BUY %ﬁggﬁﬂicwmce :

A B ™ chop  Shopping  Deshboard | Shoppirg llome

Shop | Everything IZ| pens m

Go to: advanced search |favorites | quice crdsr  Browse: suppliers | categeries | contracts

Results for: Everything : Ball point pens + pens

Showing 1 - 20 of 1934 results
2. The active shopping cart window opens. If no other items will be added to the cart, click the

Checkout button.
MNAMEX ¥ | % | Actionltems  Nolifiwtions [3] ™ 17732 usD | Q

A [ WISCONSIN'S
CWISBUY e
! - Shop Shopping Cashboard Shopping Home Product 3earch - Al Cart _ ~

I DIV Diana Pen, Barrel Col.. icwhyCag.
Shep |Everything E| pens ! 95 UsD
Goto: advanced sesrch | faverites | quick crder  Browse: s [ Zebra Pen - F-301 Refractable B...

Results for: Fverything : Rall point ff )

" Zebra Pen - Z-Grip Retractable...
Add Keywords ? Resuts per pzge |20 3 Sort by: B t_f Quentry: 1
[ Go | Zebra Pen - Z-Grip Retractable Ballpoint Pel

Emg- Medium, Quantity/Unit 7/Pack from Office 177.32 USD
= Part Numaer N122271TAX :
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3. Scroll down to the Go ToAdvanced Checkout link and click on the link.

= view My Cart & shipping @ Billing € Notes € Grder Review

Looks good!

i Order Summa
You can review your order details below and, wfien you are ready, use the Assign Cart or Place Order button to y

complete your purchase.

Order Review
+ | € Shipping
- | @ Billing
+ | € Notes
- Lines
Insight
Lenove ThinkCentre M73 Mini Tower - Core i3 4130 3.4 GHz - Monitor : none.

Unit Price
Quantity

Go Te Advanced Checkout

4. Here you can review your order in detail:

Click on
tabs to view

PR

Subtotal 489.25

489.25 USD

Assign Cart

489,25 USD

Click on the edit box in any section to
make edits to that particular section
(i.e. View/edit by line item-separate

delivery address for individual items) | gz

) Continue Shopping

. & All done! The required information has been completed and your order is ready to L » submitted.
Processing,
Click Place Order once you have verified that everything is correct.
Comments,
] Requisition PR Processing Comments Attachments History
AttaCh ment Summary  Shipping Address 2 B ?
Hide header Hide value descriptions
SI an d General 7 Shipping Address 7 Payment Information ?
H H Business Unit Bureau of Procurement ATTN: ¢ braker Cardialder Name Celia Braker
isto ry (PROCURE) Division/Bureau 6 fir, to right carl Number HHCCCCO00GXKL L
Prepared by ¢ braker RoomyFloor .
i ’ 1DOTY ST Qfrd Security Code
prepared for ¢ braker Madison, WI 12345 Sxpiration Date 1072021
Internal Attachments United States | manage your cards...
add attachment... 1
Internal Note (Header) View/edit by line item...
Supplier / Line Item Details B ?
Hide line details For selected line items | Add To Favorites =]
Insight  moreinfo..
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
Lenove ThinkCentre M73 Mini Tower - Core i3 4130 3.4 GHz - Monitor : none.  more  10B1S00G00 EA 489.25 1EA 480.25usp [
info... Contract: Insight_12345 more info...
Manufacturer Name Lenaovo Commodity Code 20453 Internal Note (Line)
Manufacturer Part  10B1500G00 Microcomputers, Desktop or
Number Tower based

Page 4 of 5

Revised 3/19/2014



‘\-‘,”F/‘WISBU ng.iggﬁﬁiﬂpmﬁ
5. If you scroll down, you will be able to view, edit, and alter each item (Add to Favorites,
Remove Selected Items, Remove All Items, Move to Another Cart, or Add to Shopping Cart)

you have in your cart prior to completing your order.

For selected line items | Add To Favorites n m

Add To Favorites

Remove Selected Items
Remove all Items
Unit Price Quanti Move to Another Cart

489.25 1EA (Addto Shopping Cart e

6. After you review and make any desired changes you may place your order or assign your cart.

v Shipping Address v Payment Information P Final Review or
lgn EH

7. You will then receive an order confirmation.
QOrder Confirmation ?

-'i ~) Congratulations! You have successfully submitted your order. To view or print a copy, click Quick
View -\ or view its status on the Approvals Tab.

Here is a summary of your order. You can also find this order at any time via the order history link in the main
navigation bar at the top of the page.

Shopping Cart name 2014-01-10Billy B 01
Order date 1/10/2014

Order total 177.32UsD

Number of line items 3

What would you like to do next? Here are links to some common actions.

+ Search for another item
+ Return to your home page
« Create new draft cart

This concludes the lesson on “Checkout and Completing a WISBuy Order” in WISBuy. For
further assistance, please contact WISBuy@Wisconsin.gov or visit the website at wisbuy.wi.gov.
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